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This process is used by the Agency Central Time
Management role to process approved employee’s
donations and withdrawals (awards) from/to an Agency
Catastrophic Leave Bank.

An employee will submit a formal request to donate
leave to the Catastrophic Leave Pool or apply for an
award (withdrawal) of Catastrophic Leave hours. Both
requests must be approved before it is processed in
AASIS.
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Catastrophic Leave
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There are five activities used to establish the catastrophic
leave transactions between the employee and the
catastrophic leave pool: (1) Designate the catastrophic
leave pool that the employee may donate hours to or
receive hours from; (2) Process approved employee
donation to the pool; (3) Process approved employee
request for hours from the pool; (4) Process transfer of
annual and/or sick leave that was accrued while on
catastrophic leave, from employee leave account to the
catastrophic leave pool; and (5) Process transfer of
unused catastrophic leave back to catastrophic leave pool
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EXERCISE SCENARIO

An employee has submitted a approved
request to donate 40 hours of annual leave
to the Catastrophic Leave Pool. Process the
donation in AASIS.
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Catastrophic Leave (Infotype 0696)

1. Follow menu path or type
PAG61 in the command field;
press enter
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The menu path is: Human Resources > Time
Management > Administration > Time Data >

Maintain.
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Time data  Edit Goto Exras  UHilities ystern  Help

& B d @@ o EE Do EE @M

Maintain Time Data

O & Mo | P List entry | week @B Month BB vear
 mE < = 2. Type personnel number; %
Mame ingela Andersaon preSS enter ]
EE group 1 Regular State . Pers.area Foaol DFA
EE subgroup UE Ernployes Cost Center 383245 Budget Bandits

Working imes | Weekly calendariaddtl data | Time guatas | Time managem... ||, [<[»|'5|

|_linfotype text || [Feriod

|_|Absences ]| | ® Period

| |.&tlendances Fr. To

|_[Time Events O Today ) Currweek

|_|O\rer1ime A1 () Current month

|_|Substituti0ns ) From curr.date () Lastweak

|_|ﬁvailabiliw () To current date () Last month

| |TimeTransferSpeciﬂcatiuns ) Curr.period ) Current Year

| |Emp|0\,ree Remuneration Info E Chanse

|| []

Direct selection

Infotype STy |:

[~]

6-6

Always verify the employee’s name before you
process any master data changes.
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Settings  Systern Help
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Maintain Time Data
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Icon >
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By entering the end date of 12/31/9999, you will only
have to establish relationship to the approved
catastrophic leave pool once.

Infotype 0696 is Absence Pools used to establish the

employee’s relationship to the catastrophic leave pool.

Note: This infotype must be created before
processing any leave donations and/or leave
withdrawals to/from the Catastrophic Leave Pool
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Note: The original relationship is assigned to the
home pool. When donating or awarding leave and
additional hours are needed than what the home
pool has, the employee can be assigned to a
foreign pool within their Agency.

A foreign pool will be defined as anything outside
of the employee’s subarea. (For example, an
employee in NEL1 subarea, the home pool will be
N1 and the foreign pool could be O1).

It is the Agency’s responsibility to insure that
there are sufficient hours in all leave pools.
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Infotype Ahsence Pools STy H @me Paoal
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The home pool will be identified based upon the
employee’s personnel subarea assigned on
Infotype 0001 (Organizational Assignment)

For example: An employee with the subarea of:
NEL1 - the Agency’s leave pool ends with N1,

NEL3 — the Agency’s leave pool ends with N3

OAL1, OBL1, OCL1 - the Agency’s leave pool
ends with O1

OAL3, OBL3, OCL3 - the Agency’s leave pool
ends with O3
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Create Absence FPools

-Ea _.“.nge'la
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Choose the appropriate pool within your Agency.

Remember the home pool will be displayed based
upon the employee’s personnel subarea
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Foal ID
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[ [infotype text [e.J[ || [Feriad
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|_|Substi1utions ' Fram curr.date ' Lastweek
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You will receive a message stating, “Record created”.
You have established a pool relationship where the
employee can donate hours to and be awarded hours
from. You may establish other relationships if desired.
An employee may only have one (1) home pool
establishment and up to three (3) foreign pool
establishments. To establish other relationships,
repeats steps 5 — 10.

If the employee transfers to another Business area
in AASIS, his/her Catastrophic Leave Pool
relationship must end and a new relationship must
be created at the new Agency.
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Donate to Catastrophic Leave Bank

Time data  Edit Goto  Extras  Hilities Seftings  Systern Help
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— — AN
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[~
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Use these steps to process the actual donation of
hours to the catastrophic leave pool. If the
establishment has not occurred in AASIS first, you
will receive an error message.

The date in the From and To field must be the same.
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Donate to Catastrophic Leave Bank

| aliHic@e Cik 0o HE @M
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Direct selection *

Infotype 0613 [=)sTy
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Infotype 0613 is Absence Donation Administration
US.
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Donate to Catastrophic Leave Bank
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0001 Donation - will be used when the employee
desires to donate annual or sick leave; transfer
unused catastrophic leave back to pool; transfer
accrued annual and/or sick leave back to leave pool.

This action will reduce employees quota upon

saving . A 0416 (Time Quota Compensation)

infotype will also be created. This will not resul tin
a payout to the employee
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Donate to Catastrophic Leave Bank
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The employee is only allowed to donate annual or sick
leave to the catastrophic leave pool.

HRAPAY — 09/16/04

6-19



' An AASIS Training Guide - Enterprise HRAPAY — Agency Payroll

Donate to Catastrophic Leave Bank

- B . 5 R N 2 RN/ R

Create Absence Donation Administration US

Elj =)

pziegs2009 [

17. Type desired number of
hours
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Note: The Home Pool will default based upon the
pool selected in establishing the relationship
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Remember this action will reduce the employee’s
guota upon saving. It will also produce an Infotype
0416 (Time Quota Compensation) record for tracking
purposes only.
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The “Do not account” box will default indicating the
hours listed will not be compensated.
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EXERCISE SCENARIO

An employee has been approved by the
Catastrophic leave committee an award of

200 leave hours. Process the withdrawal in
AASIS
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The menu path is: Human Resources > Time
Management > Administration > Time Data >
Maintain.
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Maintain Time Data
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Always verify the employee’s name before you
process any master data changes.
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Time data Edit Gota Exras LHilities
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By entering the end date of 12/31/9999, you will only
have to establish relationship to the approved
catastrophic leave pool once. If the employee has
an _existing home pool establishment within your
Agency, skip to step 11

Infotype 0696 is Absence Pools used to establish the

employee’s relationship to the catastrophic leave pool.

Note: This infotype must be created before
processing any leave donations and/or leave
withdrawals to/from the Catastrophic Leave Pool
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Note: The original relationship is assigned to the
home pool. When donating or awarding leave and
additional hours are needed than what the home
pool has, the employee can be assigned to a
foreign pool within their Business area.

A foreign pool is defined as anything outside of
the employee’s subarea. (For example, an
employee in NEL1 subarea, the home pool will be
N1 and the foreign pool could be O1).

It is the Agency’s responsibility to insure that
there are sufficient hours in all leave pools.
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Time data  Edit Goto  Extras  Wilities  Settings Systern Help
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Maintain Time Data
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|_[Time Evants O Today O Gurtweek
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The home pool will be identified based upon the
employee’s personnel subarea assigned on
Infotype 0001 (Organizational Assignment)

For example: An employee with the subarea of:
NEL1 - the Agency’s leave pool ends with N1,
NEL3 — the Agency’s leave pool ends with N3

OAL1, OBL1, OCL1 - the Agency’s leave pool
ends with O1

OAL3, OBL3, OCL3 - the Agency’s leave pool
ends with O3
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Create Absence Fools

_aamzxzam
8. Click the drop

Foal 1D

Riverside Vo-Tech M1 .
D:E;?;meentuofteﬁcforkfurce Ed N1 approprlate pOOI

Diept of Finance and Admin 1

Department of Health M1

Black River Tech M1

Ozarka Tech N1

Department of Human Services M1
AR Dept of Economic Development k1
Employment Sercurity Division M1

Marthwest Tech Inst M1 ‘ down and choose the

6-31

Choose the appropriate pool within your Agency.

Remember the home pool will be displayed based

upon the employee’s personnel subarea
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Wiorking times | Weekly calendar/addtl data | Time quotas | Time managem... ||| onoE

|_|infotype text |e.||_J| [Feriod

|_|Absences ]| | ® Period

| |attendances Fr. 08/02/2004 To 12431/9999

|_|Time Events O Today O Currwaek

| |overtime OB ) current month

|_|Substi1u1ions ' From curr.date I Lastweek

|_|Ava|lab|l|t\,r () To current date o Lastmonth

| |TimeTransferSpeciﬁcations O curr period @) CEm EEr

| |Emp|0\,-'ee Remuneration Info E Chonse

|_| [+]

Direct selection

Infotype Ahsence Pools 5Ty H Haorme Fool |:

=]

|& Record created d
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You will receive a message stating, “Record created”.
You have established a pool relationship where the
employee can donate hours to and be awarded hours
from. You may establish other relationships if desired.
An employee may only have one (1) home pool
establishment and up to three (3) foreign pool
establishments. To establish other relationships,
repeats steps 5 — 10.

If the employee transfers to another Business area
in AASIS, his/her Catastrophic Leave Pool
relationship must end and a new relationship must
be created at the new Agency.
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Award Catastrophic Leave
(PAG1)

6-34

EIBefore creating infotype 0613 (Absence
88128 Donation/Withdraw US) to award hours from the

w1
'(whic leave pool, verify that there is an existing
Catastrophic Leave quota (08) in Transaction PT50 (Quota
overview) using the Expand pushbutton with a validity date of
12/31/99909.

If no quota exists for Catastrophic Leave (08), you must
create it in Transaction PA61 (Maintain Time Data) on
Infotype 2006 (Absence Quotas) before creating Infotype
0613 (Absence Donation Administration US) and before
using the CATL absence type in CATS.

Note: Infotype 2006 creates the quota with a zero balance

and Infotgge 0613 increases the quota balance.
HRAPAY - 09/16/04
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Titme data  Edit Goto  Extras  LHilities

Bla H@eae SHE aDOon BRE @m
Maintain Time Data
O @M T | 2 List ertry | Week | BB Month | BB vear

Settings  System

Personnel no. 3 @
Kame Llbert Ahshure

EE group 1 Regular State .. Pers.area FAB4 DFA
EE subgroup UE Employee Cost Center a8

11. Enter desired date in
Wiorking times | Weekly calendar/addtl data | Time qu the From and To fle|dS

— — AN

| [infotype tesxt [E || | [Period

|_|Absences i @ Period

|:|Atlendances Fr. 08/02/2004 To B5/02/ 2004
|_|Time Events O Today O Currwaek

| |overtime OB ) current month
|_|Substi1u1ions ' From curr.date I Lastweek
|_|Avai|abi|it\,r () To current date o Lastmonth
|_|TimeTransferSpeciﬁcations O curr period @) CEm EEr
|_|Emp|0\,-'ee Remuneration Info E Chonse

|_| [+]

Direct selection

Infotype Ahsence Pools 5Ty H Haorme Fool

|41+

S« |
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Use these steps to process the actual withdrawal of
hours from the catastrophic leave pool. If the
establishment has not occurred in AASIS first, you
will receive an error message.

The date in the From and To field must be the same.

HRAPAY — 09/16/04
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& @Ge | O EE B YaRs | EE @O
Maintain Time Data
(O[] [ [@] | 2] [E# Listentry | | [B& wweek |[BE month |[FR vear |

@ Period

From |92/88/2009 To  |B2/08/2009
O Today O Currweek
Al ) Current month
i (O From curr.date O Lastweek
12. Enter0613 In the (O To Current Date ) Last month
Infotype f|e|d, preSS enter ) Current Period O Current Year

(= Choose |

|

[2sty] |
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Infotype 0613 is Absence Donation Administration
US.
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5 I W R g P2 7

Maintain Time Data
REEE]P=

Warking times
Infi Dtyp e text

0z/o8/2009 02/08/2009
(o] (o]
|.| I.I

13. CI|ck the
E drop -down icon

Ahzsence Donation Administrati . -
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Time data  Edit Goto

Extras  Utilities Systermn Help

B HI€CE@@Q I EHB IO O5 EE @

Settings

Maintain Time Data

Subtypes for infotype "Absence Donationfithdraw (LISY" (20 2 Entries Found

Nam o2 | g3 |30 [ BB 88 | 2 | D=

STyp [Name |

0001 | Donation 14. Click the appropriate sub-type

0002 Wihdrawl

ans

|
fr——l.

= e
=

—

=

3

|42}

N

-

2 Entries Found

N
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0002 Withdrawal — will be used to award catastrophic
leave to employee.

This action will not be made available to the
employee’s quota balance until the next
successful time evaluation run occurs and it will
create a 2013 (Quota Correction) record for
tracking purposes.

HRAPAY — 09/16/04
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Infotype text |_
L )
Qziog/2o09 O2/08/2009
F

1)
[=]
[=]

Absence Donation Administrati... ooz o)
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G| 222 w90 ©@e LHE DDOD HE QE
Create Absence Donation/Withdraw (US)

_BSJ’BQ."QBBLi

Ahsence Donationfithdraw (LIS}
Abs guota type

Annual Leave
Sick Leave
Compensatory Time

16. Click drop- down icon
and select Catastrophic

Mumberfunit

® Home Poal Compensatory Time ¢1.5) I
Hatme Paool 1D Holiday Leave eave
) Fareign Poal

Foreign Pool ID Catastrophic Leave &
Disaster Service Leave
Family Medical Leave

6-40

Choose catastrophic leave absence quota type when
awarding leave to employee.

HRAPAY — 09/16/04
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G| 0 2liB@ eee SR fnan AR @E
Create Absence Donation/Withdraw (US)

_DB."DQ."2DB4

Ahs quota type Catastrophic Leave 17. Type deSII'ed number Of
Mumberunit 208 hourS

@ Home Pool

Horme Pool D OsptofFanceandadmn N1 @

_'Fareign Paal

Foreign Foal D =]
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18. Click to
| validate

85/02/2004 [o)

Abhsence Donationtithdraw (LS)
Abs.quota type Catastrophic Leave
Mumberiunit 200 .88 Hours

@ Home Pool

Hatne Paal ID Dept of Finance and Admin M1
O orpine P ool

Foreign Pool ID

&4 Save your entries
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Note: The Home Pool will default based upon the
pool selected in establishing the relationship
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@ 2 A0 @@ SHE nnan AR @ m

Maintain Time Data
O[] [m] [e] | Listentry | | [F3 week | (B8 montn | [§E vear |

Vieekly calendaraddt| data  , Time quotas

[Period -~
_| @ Period
From 02/08/2009|Ta 02/08/2089
) Today 2 Currweek
(& 1]] O Current month
3 From curr.date O Last week
(O To Current Date (O Last month
O current Period O Current Year
= [FE= Choose |
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A successful time evaluation must be run in order for
the hours to be made available in the employee’s
guota balance.

Once a successful time evaluation is run, the time
personnel can enter CATL absence type in CAT2 to
pay the employee.
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@ 2900 Qe SHE Doon BE @M
Change Quota Corrections
| FPersonal work schedule | | | Activity allocation || Cost assignment || External senices | |

DEMONSTRATION PURPOSES ONLY

8 [=)

200 . gane0

Giuota number Hours

@ Increase generated entitlerment
O Reduce generated entitlement
{J Replace generated entitlernent

Only transfer quota correction immediately E]|
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After a successful time evaluation, a Quota
Corrections Infotype 0613 may be viewed to verify the
amount of leave transferred to the quota.
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Transfer Accrued Leave to Catastrophic Pool
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EXERCISE SCENARIO

An employee has accrued sick and annual
leave while on Catastrophic Leave. Process
PAG61 to transfer the hours back to the
Catastrophic Leave pool.
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When an employee is on catastrophic leave, which is paid
status, they will earn annual and sick leave. This leave will

have to be transferred from the employee’s quota balance
to the catastrophic leave pool.
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Glresl L BlAHC@0 DHEB StLn BF @M
SAF Fasy Nccess

33| 5| AR 2| v

Favorites
= 3 SAP menu
> Office
[ Cross-Application Namponen
3 Logistics
b3 Accounting
= ‘3 Huran Resources
2 PPMDT - Managers Dkt
r3 Personnel Managerment
=2 {4 Time Management
3 Shift Planning
e o 1. Follow menu path or type
< £3 Time Data PA61 in the command field;
) PABT - Maintair
€2 PAS1 - Display press enter
2 PATT -
2 PARZ -
2 PTS0-
> [ Time Evaluation
[ Work Schedule
[ [ Information Systerr

0 — 0 [E ]
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The menu path is: Human Resources > Time
Management > Administration > Time Data >
Maintain.
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Edit

=

Time data Goto

tern  Help

A H @@a@ DHE oo EE @

b

Maintain Time Data
0Ol |2 (o) [ | 2 List entry | | week FE Month B rear

N > - 2. Type personnel number; 2]
Marme Albert Abshure press enter m
EE group 1 Regular State . Pers.area Foo4 DFA
EE subgroup UE Employee Cost Center 383272 DFA
warking times | ‘Weekly calendar/addtl data | Time gquotas | Time managem... ||, [<][*|'5|
| Tinfotype text [e.]| | [Feriod
|:|Absences i @) Period
|_|Aﬂendances Fr. To
|_[Time Events O Today ) Currweek
| |overtime Ol ) Current morith
|_|Substi1u1i0ns ) From curr.date ) Last week
|_|Avai|abi|it;r () To current date () Last manth
|_|TimeTransferSpeciﬁcatiuns | Curr.period I Current Year
|_|Employee Remuneratian Info = o
| [~]
Direct selection
Infotype 5Ty E
[«]
[+]
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Always verify the employee’s name before you
process any master data changes.
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Time data  Edit

Utilities

Goto  Extras

Setlings

Bd B eaEe S0E anan BE @

Systern  Help

Maintain Time Data
O« m @ .2 @ ustenty | B week EB Month B vear

Fersonnel no. 156 %
Mame Llbert &bshure —
EE group 1 Regular State . Pers.area Foao4 'DFEA
EE =sub UE Empl Cost Cent 3873 . .

E— HREYES e 3. Enter desired date in

Working times | Wieekly calendarfaddt! data | Time gu the From and To flelds

0 £l /.

Infotype text = | | FPeriod
|_|Absences @ Period
| |attendances Fr.  @9/81/04 To  09/01/04
|_[Time Events O Today O Currweek
|_|overtime AT ) Current month
| |t' . (_'Fram curr.date ) Lastweek
|_|"'3‘ 4 Type 0613 In the () To current date () Last maonth
|_|T ||"|f0type f|e|d L[ | ) Currperiod () Current Year
|_| | Choose
N / =

Direct selection ' 5 C||Ck the

i a8 v [*7] drop-down icon [

=
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Use these steps to transfer accrued leave hours to the
catastrophic leave pool.

The date in the From and To field must be the same.
Infotype 0613 is Absence Donation Administration US
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Time data  Edit Goto  Extras  Utilities Seftings  System  Help w

B H @@ I SHEB IO TDODIER @

Maintain Time Data

Subtypes for infotype "Absence Donationfdithdrane (LS (1) 2 Entries Found

‘( [
|
141x]

Naml o | g3 | () | 38 | 6 | 2 [ 2=

STyp Hame |

0001]Donation < 6. Double-click
0002 Wihdrawl .
appropriate sub-type nnE

|
(]

2

E

o

-

2 Entries Found

N
iy
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0001 Donation - will be used when employee desires
to donate annual or sick leave; transfer unused
catastrophic leave back to pool; transfer accrued
annual and/or sick leave back to leave pool.

This action will reduce employees quota upon
saving . A 0416 (Time Quota Compensation)
infotype will also be created. This will not resul tin

a payout to the employee
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156 [

7. Click to create

Time guotas

nfotype text E. [
pzs2242009
{

Absence Donation Administrati . jejcla)]
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Transfer Accrued Leave to Catastrophic Pool

|3 5 AT = | ] (B G O

A2i22/2009
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HRAPAY — Agency Payroll

Transfer Accrued Leave to Catastrophic Pool

(-l W - R 3 O P G B
Create Absence Donation Administration US

8. Click the drop-
down icon and
choose appropriate
absence quota type

Annual Leawe (25200000 Hours )
Sick Leave (520.00000 Hours )
Ermployee Birthday { 16.00000 Hours )

Catastrophic Leave ( 200.00000 Hours )
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g 2 niHcee nnon BHE @m

Create Absence Donation Administration US

9. Type number of hours

200000 Ho .1
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These hours would be determined by the number of

hours the employee accrued.
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o gl 4 H© | : I N e e 2 G N

Ciate Absence Donation Rdministration US

E ;
10. C!lck | 11. Click to
to validate save

gz2/z2/2009

Annual Leave { 252.00000 Ho .El
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¥ An 718 | E E] DGR ([OE

=8 z] Maintain Time Data
IE m Bl List entry e vweek ||HE month = wvear

Infotypetest  [E.JT
L I

oz /222009 QzZ/22/2009
¥

Ahsence Donation Administrati .
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Process steps 7 through 11 to transfer sick leave
guota type if applicable.
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g| 0 alaH e CHE HDon RE @@
Display Time Quota Compensation

DEMONSTRATION PURPOSES ONLY

FLa4
MFa1 FIT-12-4757
g9sa1 /2004

100872004 DMHILLOZ
1200

Compensation specifications
Time guota type

g1 Annhual Leave

Compensation rule ele]z]

CnmEensatiDn using default
Mo, to compensate

hlanual compensation

5. BEAan
I Do not account I

Ahsence gquotas

= o=
ATy |Cuota text Entitl. Unit omp. Rem. Amount curr... @Deduction
01Annual Leave 9E5.00000 Hours =pciclafela) o.oooo0o 0.00 091 6200 EI
[~]
[«][»] [«[»]
<l
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The “Do not account” box will be checked upon default
indicating the hours listed will not be compensated.
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a9/e81/2004

18200

Compensation specifications
Time guota type
Compensation rule

02 Sick Leave

oaa
Mo, to compensate 8. 0EE00
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I Do not account

Absence guotas

TIT-12-4757
1040872004 DMHILLAZ

Compensation using default

anual compensation

| 2 aliH @@ SHE nDan BE @m
Dispiay Ti tion
DEMONSTRATION PURPOSES ONLY

- —
ATy |Quota tesd Entitl. Linit Qrrip. Fem. T |Amount Curr... Deduction
02Sick Leave 96.00000 Hours g.00eaa D.DDDDD|| o.aa D91 BI2003 |«
[~]
[«][»] [«][»]
<l
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EXERCISE SCENARIO

The employee was granted 200 hours but
only used 160. The remaining hours must
be transferred back to the Catastrophic
leave pool. Process PAG61 to transfer
unused Catastrophic Leave
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Unused catastrophic leave should be processed in a timely
manner.
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Glresl L BlAHC@0 DHEB StLn BF @M
SAF Fasy Nccess

33| 5| AR 2| v

Favorites
= 3 SAP menu
> Office
[ Cross-Application Namponen
3 Logistics
b3 Accounting
= ‘3 Huran Resources
2 PPMDT - Managers Dkt
r3 Personnel Managerment
=2 {4 Time Management
3 Shift Planning
e o 1. Follow menu path or type
< £3 Time Data PA61 in the command field;
) PABT - Maintair
€2 PAS1 - Display press enter
2 PATT -
2 PARZ -
2 PTS0-
> [ Time Evaluation
[ Work Schedule
[ [ Information Systerr

0 — 0 [E ]
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The menu path is: Human Resources > Time
Management > Administration > Time Data >
Maintain.
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Time data Edit Goto Extras  LHilities Setlings Help

dH @R SR anan BE @0
Maintain Time Data
0Ol |2 (o) [ | 2 List entry | | week FE Month B rear

b

N > - 2. Type personnel number; 2]
Marme Albert Abshure press enter m
EE group 1 Regular State . Pers.area Foo4 DFA
EE subgroup UE Employee Cost Center 383272 DFA
warking times | ‘Weekly calendar/addtl data | Time gquotas | Time managem... ||, [<][*|'5|
| Tinfotype text [e.]| | [Feriod
|:|Absences i @) Period
|_|Aﬂendances Fr. To
|_[Time Events O Today ) Currweek
| |overtime Ol ) Current morith
|_|Substi1u1i0ns ) From curr.date ) Last week
|_|Avai|abi|it;r () To current date () Last manth
|_|TimeTransferSpeciﬁcatiuns ) curr.period I Current Year
|_|Employee Remuneratian Info = o
| [~]
Direct selection
Infotype 5Ty E
[«]
[+]
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Always verify the employee’s name before you
process any master data changes.
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Settings System
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Help

Maintain Time Data

O 2 M @ | P List ertry | Week B Month BB ear

Fand DFA

Fersonnel no. 156

Mame Llbert &bshure

EE group 1 Regular State . Pers.area

EE subgroup UE Ernployes Cost Center 3283

Working times | Wieekly calendarfaddt! data | Time gu

3. Enter desired date in
the From and To fields

0 £l /.

Infotype text = | | FPeriod

|_|Absences @ Period

| |attendances Fr.  @9/81/04 To  09/01/04

|_[Time Events O Today ) Currweek

|_|overtime AT ) Current month

|_|t' . (_'Fram curr.date () Lastweeak

|_|"'3‘ 4 Type 0613 In the () To current date () Last month

|_|T ||"|f0type f|e|d L[ | ) Currperiod () Current Year

I_I / ||;—| Choose

- J = 5. Click the
Direct selection G .
nfotype 0513 S C) drop-down icon

|[«]>]

(]l ]
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Use these steps to transfer unused catastrophic leave

hours back to the catastrophic leave pool.

The date in the From and To field must be the same.

Infotype 0613 is Absence Donation Administration US
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Maintain Time Data

Subtypes for infotype "Absence Donationfdithdrane (LS (1) 2 Entries Found
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|
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0001]Donation < 6. Double-click
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appropriate sub-type nnE

|
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-

2 Entries Found

N
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0001 Donation - will be used when employee desires
to donate annual or sick leave; transfer unused
catastrophic leave back to pool; transfer accrued
annual and/or sick leave back to leave pool.

This action will reduce employees quota upon

saving . A 0416 (Time Quota Compensation)

infotype will also be created. This will not resul tin
a payout to the employee
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- i e =3 N 573 N = =

Maintain Time Data
'y
iss __  [=

7. Click to create

infotypetet [

L |

I.,!,.I Ll
=]
=l

Ahsence Donation Administrati .. alajah]
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- I e - N 7z R

Create Absence Donation Administration US

] =

8. Click the drop-
down icon and

choose

Catastrophic Leave

Annual Leawe { 24700000 Hours )
Sick Leave ( 520.00000 Hours )
Emplovee Birthday { 16.00000 Hours )
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Create Absence Donation Administration US

=] E|P

p2/22/ 2009 [=)
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53 e - N 3 2 RN = R

Crygate Absence Donation Administration US

11. Click to save

Catastrophic Leave { 200,000 . )
40,00
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Maintain Time Data

EII List entry || Week ||E—§| anth | Year |

Warking times  , Weekly calendanaddt| data g8y TREITEE Time managerm. ..
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_l @ Period
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O Today O Currweek
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) From curr.date O Last week
) To Current Date i Last month
) current Period ) Current Year
|TE| Choose |
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The amounts will transfer back into the catastrophic
leave pool upon saving.
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Z| 2000 3laHIcee CNE anon B e

Dispiay Time Quota Compensation

N

DEMONSTRATION PURPOSES ONLY
_HFB'I

-'IBBD

Compensation specifications
Time guota type

08 Catastrophic Leave

dk2 Compensation using default
Compensation rule eTalc] z

Manual compensation
Mo, to compensate 40, 00000

Do not account

Absence gquotas
ATy |Quata text Entitl.
OE|Catastrophic Leave 200.00000

Unit Comp.
Hours 4000080 0.00000

Amaount
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Remember the hours listed is not a payout when the
“Do not account” box is checked.
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